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CLERICAL OCCUPATIONS - Continued 


qegh po b 


the data and records of financial transactions. The work 


TS Bt Se et een oe 
or modified; 


assuring the adequacy of the accounting system as the basis for 
reporting to management; 


considering the need for new or changed controls; 

projecting data to show the effects of proposed plans 
condition; 

interpreting the meaning of accounting records, reports, and 
statements; 


advising operating officials on accounting matters; and 
recommending improvements, adaptations, or revisions in the 


accounting system and procedures. 
Accoun 2 and & pastione provide cupertuntiy develop ability 
pasltes toate Gulls Gath te teas Uneaeoe pty = 


to such professional work, most accountants are also 
assurinz the recording and documentation of 
transactions in the accounts’ They, therefore, frequently direct 
nonpro‘essiona! personnel in the actual day-to-day maintenance of books 
of accounts, the accumulation of cost or comparable data, the 
tion of standard reports and statements, and similar work. 


such supervisory work but not including professional 
duties as des above are not included in this description.) 


Direction received Works under close supervision of an experienced 
accountant guidance is directed to the develupment of 
the trainee's professional ability and to evaluation of advancement 
potential. Limits of assignments are clearly defined, methods of 
ereerere Se Gieeaiae, See SU GF ay OS Us Stay Grae Sereeens to 
supervisor are 


on file, and pointing out apparent inconsistencies or errors: out 
assigned steps in an accounting analysis, such as computing 


tios; and literature 
ra EE One SHEP RENG Sree wpdeyhd woe 
tation; and preparing charts, tables, and 
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cape of unnaual p sme ve gnc any 


established accounting Pri Tap sepowntant ot Tale lieve) spares wan 
i neree, Seariee, consents, pratices to 


al coo system and its objectives, the policies and 
peocodures ner iS operand cel he nate of Ge 
ed eee | , the 


assigned segment is stable and wel {i.e., the basic chart of 
the nature of the cost accounting system, the 
report requirements, and the procedures are changed infrequently). 


accountant is 
Savice tad eastabince os neaded. Work is reviewed 
anal jecguent. ent 
compliance with instructions spot checks, appraisal of results, 


subsequent processing, analysis of reports and statements, and other 
appropriate means. 
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segment 


work which is of the level 


Seep an accounting system or major segment of a system in the 


Also makes - 
day-to-day decisions 
complex 


relatively narrow and segment 
function, or portion of work which is itself of the of difficulty 
characteristic of this level. 


professional work as: participating inthe development nd coordinating 
as: 
implementation new or revined accounting eyuteans, and ntatns 
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technical advice and services to operating managers, 
wTuiilo palicinn, tiguintions, andltax lowe. 


~CSDOTISILOLUC * ‘' tiigeie 


avaiection received: A higher level professior.al accountant is normally 
to pd eg Bye Ld apad ph an ge By 


Accountants at this level are 
r eevee > seine ane 


Note: Excluded are accov ttants above level Vi whose principal 
function is to direct, manage, or administer an accounting ir. 
that they ave primarily conterned with the administrative: Guduetery, 
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and matters of the program rather than the actual supervision of 
the ap te? pay amen This of work 
requires extensive managerial ability as as superior 
in order to cope with the technical acrounting and 
management problems encountered. Typically this level of work involves 
for more than one accounting activity (e.g., cost 


accounting, sales accounting, etc.). 
CHIEF ACCOUNTANT 
As the technical expert in accounting, is the 
overall direct eae (1) accounting (assets, liabilities 
program ~ ‘ ' 
for profit and loss and/or balance sheet statements); (2) at least one 
other major accounting activity tax _ 
electronic data processing adjunct of the 
or 
accounting system. for an internal audit program is 
typically not included.) 
The responsibilities of the chief accountant include all of the following: 


1. , developing, adapting or revising an 


accounting ayeta: *o meet the needs of the organization; 
2. supervising, either directly or through subordinate 


work performed, training and , 
work scheduling and review, coordination with other parts of 
the organization served, etc.; and 


3. directly, or through an official such as a 
, services to the t 
comptroller, advisory = oe 


a. the status of financial resources and the financial 
pt Rane a gp 
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Some positions responsible for supervising general and 
one or more other major accounting activities but which do not 
meet all of the responsibilities of a chief accountant specified above may 
be covered by the descriptions for accountant. 

Chief accountant jobs which meet the characteristics described are 
classified by level of work according to (a) authority and ‘ 
and (b) technical complexity, using the table which follows the definitions 


Authority and Responsibility 
AR-1 


The accounting system (i.e., accounts, procedures, and reports to be 
used) has been prescribed in considerable detail by higher levels in the 
the pr 


prescribed expand fit the particular needs 
Sy cemeemiiien eanvell aa. th Oe Uibatae or eumnaii ware: 


ter detail in accounts and or financial 
estab additional accounting controls, accounts, 
subaccounts, and subsidiary records; and 
providing special or interim reports and statements needed by the 


manager responsible for the day-to-day operations of the 
organization served. 


This of authority is found at a subordinate 


served. be secured from 
ee such higher levels. Typical responsibilities 
evalua and final action ~~ ee 
ee eb ty the 
accounting system or activities not prescribed by higher authority; 
extending cost accounting operations to areas not previously 


instituting new cost accounting procedures; 
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expanding the utilization of computers within the accounting 
process; and 


This degree of authority is most found at intermediate 
organizational levels such as a division, , State, or agency 
situations where 


ene or eee Coes Ceo eo eae See Cn CD OEE 
in AR-3. 


AR-3 
ian eqngsete venpenatiiiy Sr eetenining ene maintaining Ge 
framework for the basic accounting 


system used in the overall 


ster nth seeti ges Pager isl sa 


financial management. Typical responsibilities include: 


eristics of the accounting system and 
and preparing accoun reports and statements 
oo mket canniigsenennts led for Gate 


and taking action on proposed revisions to the 
Seaenenlil tglibes caaibeted Gay cubesdinate watt: end 


taking final action on all technical accounting matters. 


Characteristically, participates 
Sa in the accounting system 
and on professional judgment and experience. 


Technical Complexity 
TC-1l 


The organization which the accounting natty tee hy mee | 
eee SC, Sere "ele. and these tend to be le 
" accoun system operates in accordance with 
wall cotablishert 


and practices or those of equivalent difficul 
Which ane typroal of tat induatey. - 7 
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of conountss Suprovement expansion of methods for accumulating and 
reporting cost bp a Coumanetiels Gill exper or Glunnand wreck: pooceatin. 


provide for the solution of problems for which no clear precedents 
exist; or 


provide for the development or extension of accounting theories 
and practices to deal with problems to which these theories and 
have not previously been applied. 


Subordinate Staff 


In the table that follows, aybey- cK py 7 pa 
supervised is recognized to be a crude criterion 
between various levels. It is to be considered less 
t in the matching process than the other criteria. In addition to 
the staff of professional accountants in the system for which the chief 
is 


, there machine . 
accountant ao asp CEES, operation 
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Subordinate Professional 
Accounting Staff 


Only one or two 
accountants, who do not ex- 
ceed the accountant III job 
definition. 


AR-2 


TC-2 


About 5 to 10 
accountants, with at least 
one or two the ac- 
countant IV job 


About 5 to 10 pretoastenal 
accountants. of these 


(1423) 


About 15 to 20 
accountants. At least one or 
two match the accountant V 
job definition. 


About 15 to 20 professional 
accountants. Many of these 


match the accountant IV job 
Seepiatten, (ist Saree ney 
match the accountant V job 
definition. 


About 5 to 10 
accountants. Most of these 
match the accountant III job 
definition, but one or two 
may match as high as 
accountant V. 
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AR-3 TC-2 About 15 to 20 


1/ AR-1,-2, and-3 and TC-1,-2, and -3 are explained on the preceding pages. 
AUDITOR 


Performs professional auditing work a bachelor’s degree in 
accounting or, in rare instances, equivalent experience and education 
combined. Audits the financial records and practices of either an entire 

(e.g. company, Sevens, s or of pe Srtnone er ether 


l. Ue eotaenes oF cosaseee ansete | uae oa suanevatien 
taking pees beventarsany 
inclusiveness of recorded liabilities. 


2. The accuracy of financial statements or reports and the 
fairness of presentation of facts therein. 


The propriety or legality of transactions. 


The degree of compliance with established policies and 


professional level performs 


is rotated 
program designed to 


Situations. 


tMentified 


As a trainee auditor at the 


theories, and concepts of accounting and a 
(Terminal positions are excluded.) 


defined, 
and kinds of items to be noted and referred to 


41411 
Sh hy 
a eh ape 


the 
to specific 


on te a level auditor who 
a re eee We 


apes Speers  poagpens. 
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Examples of assignments involving work at this level: 
1. 


Examples of assignments involving work at this level: 


1. Aa 9 ane leader of werhing sine, taceneneat mane ane 
and operations of 


leaders or working alone, conduct audits of 


PUBLIC ACCOUNTANT 
Performs professional! wo + a public firm. 
Work requires at least a soc im accoun in 


oe ait eee Wie a. vg od ip waren 
. .Ssist ent 
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internal controls, and other elements of the accounting system{ 
needed to render the accounting firm's final written opinion nie 


26 


Works under supervision. The supervisor 
and resource but relies on the accountant to 


normally approved. Work soundness of approach, 
Coounloteoten. cond comforenance with eotabhished policiea of thee fires. 


Assigns work to team members; reviews work for appropriateness, 
conformance to time requirements, and adherence to 


udits undertaken by the lead the largest 
a Uicek tale’ cal Gee tees Cleon 


substantial financial 
completed audits reviewed for ; 
ppb Pd pee dh Ap dy 
policies of the firm. Also excluded are 
owners of the firm who have final approval authority. 


' work 
Plans, administers Gorge Dh. & portarmne prehentensl in 


: and 
requirements in order to establish or mair.itain a 
for equitable compensation. 


Salary and Benefit Administration: Analysing end evaluating 


Recruiting through 
newspapers, societies); a 


using qualification ratings, test scores, 


and 
reference checks; and recomiending applicant placement. 


the technical 


ee Sanaa tae! 


; subordinate 
i op peg pt 

; may supervise 

subordinate specialists. Positions which are 


This broad, generic occupation includes specialists: (1) working in 


some — ah Fee De pe Ld ee Bi 
Excluded are: 


and 
a. positions matched to the WCP personnel director or 
personnel supervisor /manager definition; 


b. clerical and paraprofessional positions; 


c. labor relations specialists who with labor unions as 
the principal representative of their overall organization; 


Establishment positions which meet the above criteria are matched 

te Ae a are ted for each of 
three options: progralr 
development. These 


As a trainee, receives classroom and in the 
qeneafne Seah nan Sereecefte mecap wet Se 
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recruiting and screening applicants for both exempt and 
nonexempt jobs, checking references and placement; 
assisting in identifying training needs and training, initiating 
personnel actions or awards, and interpreting personnel 
, regulations, and precedents; or participating in preparing for and 
labor negotiations. 
Personnel Specialist [V 1514 


Operations. to three different work situations. In situation 
> seslantesh qpubieunn. Advisory s a, 
services to are 
to those described at level III. Situation (2) combines typical level 
iil skills with comprehensive management advisory services. 
services require technical with broad 
Serena: EERE. 0 problems from a 


personnel 
complete work following established program goals and objectives. ‘Thetr 


( 


Personnel Specialist V 1515 


(1), spedalists solve unusually complex and unprecedented In situation 
solutions. In 2) specialists assigned 
cumagien teaheueal ak ae (as Geocetbed tn level - situation { 1)) 
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combined with responsibility for providing comprehensive advice to 


abstract nature of the work Supervision and relate 
largely to program goals and time schedules Specialists are authorized 
to decisions for their organizations and consult with their 
supervisors concerning unusual problems and developments. 
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Supervision received is essentially administrative, with 
assignments given in terms of broad general objectives and limits. 


SUPERVISOR/MANAS on 


PLIDOUNNE 


Supervises three or more and/or clerks and 
ay the work is su in nature, it 
substantial of procedures, and 
practices. 
Excluded are: 
a. positions matched as WCP directors oj personnel or 
personnel specialists; 
b labor relations whieh ave 9 responsible for 
negotiating labor unions as the principal representative 
of overall organization; 


c. Peroonnel specialist Il and requiring technical expe 


d. positions also having t for functional 
ee or 


jobs are matched at one of five levels according to two 
factors: nee TOV OF Wars Guparvesee, ae W) Sone oF eunerwmen. The 


-— 
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the iob level of . 
Sorting appropriate a personnel supervisor /manager 
at the end of this definition for in assuring correct job 


matches. 


LEVEL OF SUPERVISION 


and managers should be matched at one of the three 
LS ievels which best describes their supervisory responsibility. 


LS-1 Plans, coordinates, and evaluates the work of a small staff, 


LS-2 Directs a sizable staff (normally 10-20 employees), typically divided 
into sub-units controlled by subordinate ; advises 


supervisors; 
level management on work of own unit and the 
on broader ye Fwd Gad yt 4 
jo nanelinin endfor ensedinade werk chamane; maken 
decisions on work or training presented by subordinate 


decides what programs and should be initiated, 
dropped, expanded, or 


- determines to be made in organizational structure, 
delegation of au , coordination of units, etc.; 
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- decides what compromises to make in program 
- operations in 
view public relations implications and need for support 
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e. LES _ AVE . 
SUPERVISOR/ 


For a job to be covered by this definition, the personnel 
Y foncts for all three 
of the following Renctie maiude significant responsibility 
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pension, 
insurance and, merit rating programs; 
; Or 


health programs) 


In addition, covered 
necessarily, Pee ee qh meek 
ty definition may, but do not 


a. 
b. 
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Director of personnel jobs which meet the above definition are 
classified by level of work in accordance with the following tabulation: 


~anonaibility for eatablia 
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These conditions are most likely to be found in in which 
the work force and organizational structure are stable. 


processes or function, etc., are complicated or unstable. 

NOTE: There are between the elements used to 
determine job levels. These have been provided 
de pogo d services 850 

be ave © 5 ee eeneeees 
B. , the same 


level I if the 


Seararne conaniialien and atrtaty wark and cessing out Ge teen 
processes necessary to effect the righits, privileges, and obligations of 


EG AS preparations: Gotnding Ge exganteation 


en Sb EEN, GUVRIIERINS PRRERINER, enEYEP 
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Exciuded from this definitior. are: 


work which requires professional training in addition to 
training (typically, a degree in engineering or in a science); 


attorneys in legal firms; and, 
attorneys primarily 


for: defendants; 
a bya a al legal 


jobs which meet the above definitions are to be classified 
and in accordance with the chart below. 
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(1604) _ a experience at the "D-2" 
or 
D-3 R-2 or a higher level. 
Vv D-2 R-4 Extensive professional 
(1605) or Serene: & Ge OS 
D-3 R-3 or "R-3" levels. 
Vi Extensive professional 
(1606) D-3 R4 experience at the "D-3" 
and "R-3" levels. 
D-1, -2, -3, and R-1, -2, -3, and -4 are explained on the following pages. 
Difficulty 
D-] 


Legal questions are characterized by: facts that are well 
established; applicable legal : matters not of 
substantial to the tion. relatively limited 
sums of money, ¢.g., a few thousand dollars, are involved.) 
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d. providing counsel on tax questions the 
eSeomee of teecsdent deenmsens'tket one spplicabie to 


the organization's situation. 


sthough guidance 
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advising on the legal aspects and implications of Federal 
laws 
antitrust volving joint ventures with several other = 


principal 
insurance company on the legal problems in the sale, 
Se, Se eS a pp eae 
or multi-state coverages and laws; and 


involving 
af — J 
financing steps. 


independence, 
is generally available and is sought from time to time 
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advice 


, or a large 
a higher level attorney in 
concentrated efforts of several attorneys or other specialists, is 
responsible for directing, coordinating, and reviewing the work of the 
attorneys involved. or 


As a primary responsibility, directs the work of a staff of a , 
one, but usually more, of who regularly perform either D-S or R-S legal 
work. Lata we Aye henge , Zives advice directly to 
organization and top managers, or (in extremely large and 
comple; organizations) may give such advice through counsel. Receives 


guidance as to organization policy but not technical or 
assistance except when advice from , a higher 
ates ak tap men aaasliah @ the non wie 
important legal questions. 
BUYER 
Purchases materials, > and services 

a caret cca eee a, 
that must be designed, produced, or modified by the vendor in 
accordance drawings or engineering 


Solicits bids, analyzes quotations received, and selects or 
interview 


are: 
buyers of items for direct sale, either wholesale or retail; 


brokers and dealers buying for clients or for investment 
purposes; 


che gy bp ed pny ey 
a te a or in engineering (e.g., 


buyers pupasing single few related 
Senne od heady vastahte coeniity a0 salt cation os wee. 


pepnenes Caeeep < Se Same required the 
relative value of soods ollured, amt to dectie the 


Excluded 
a. 
b. 
c. 
d. 
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, , and price of each purchase in terms of 
SS. SSS eS SSS es 
status; 
e. buyers whose principal responsibility is the supervision of a 
purchasing program; 
f. concerned with contract 
persons predominantly or 


whose duties consist of 


h. positions restricted to clerical functions or to purchase 
expediting work; and " 


three 


Transactions usually involve local retailers, wholesalers, jobbers, and 
manufacturers’ sales representatives. 


ene pqnanes ore GenerEny Gnas amounts, 0g. Case 


of items purchased include: common stationery and 
dn aed Oi pp 

nuts, bolts, screws; janitorial and common building 

maintenance supplies; or common utility services or office machine 


Tennenstions usually tavelve dealing Gisestly with ufacturers, 
distributors, jobbers, etc. — 


Quantities of items and materials purchased be relatively large, 
particularly in the case of contracts for continuing supply over a period 
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be for locating possible new sources of 
eupply. etd ie ie ieee aie tone es 


practices in the assigned markets, altered types of 
materials entering the market, etc. eee 


pine inebuned of Gp loved axe suyese of eaptastane of Cis ene Copesibes 
Buyer I when quantities are large, local 
NS Oat de 


Som cee 
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Buyer IV 1814 


Purchases highly complex and technical items, materials, or services, 
usually those specially designed and manufactured exclusively for the 


Transactions are often complicated by the presence of one or more 


such matters as inclusion of: requirements for parts, 
preproduction samples and testing, or technical ltereture: or patent and 
royalty provisions. 


of and 
Soaps poveaes market product developments. Develops new 


In addition to the work described above, a few positions may also 
somes Supervinten a a Sow Dower loves buyers or Steen. (No position is 
in this level solely because supervisory duties are performed.) 


equipment 
frames). 
Note: 


In contrast, at levels IV and V, some 
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must be 
of the duties 


assignment. 
at levels I, Il, If], and IV, and are 
~ deantbed af level V. However, the systems 


postions valep make & Serieas's Gopes in 0 qpeeiie 


however, positions potential matches where the 


degree may be from any of several possible scientific . 


positions responsible for developing and modifying computer 
systems; 
ter who perform level IV or V duties but 


workers who primarily analyze and evaluate pene 
tilization; - ues - 
settee aire 


computer systems or who 
write or problems concerning system 
software. e.g. operating systems, compilers, assemblers 


the use of programs and provide for the scheduling of the 


. requiring: 1) three years of administrative, 
. ae sere fg 3 re yas Seer... 


degree in . combination of 
cotbeslones eed edjscation ploiding beste ekiiie tn problem 
analysis and communication. 


Positions are classified into levels based on the following 
definitions. 


1 GASHEN. Gp tenting ane te eotiet level staff, of 
elementary concerning a work process, ¢.g., a 
clerical records which is treated as a unit (invoices re 


purchase orders, etc.); reports findings to higher level staff. 


Receives classroom and/or on-the-job training in ter 
programming concepts, methods, and techniques and in the basic 


requirements of the subject matter receive training in 
elementary fact- Detailed, step-1 2 Ay dy Lr 


ee = & os a mat ten ob . The data are refined 
and the t of the final is very similar to that of the input or 
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is well defined when significantly different, i.e., there are few, if any, 
problems with interrelating varied records and outputs. “"y 


Reviews objectives and assignment details with level staff to 
insure thorough uses judgment in among 
authorized procedures and assistance when guidelines are 


inadequate, significant deviations are or when unanticipated 


becomes 
of other related 


with related 
conventional 


ie 


He 


fall 


& 
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knowledge of pertinent system software, computer equipment, work 
processes, regulations, and management practices. 


Performs such duties as: develops, modifies, and maintains complex 
the interrelations of files and records 


programs 


function 


with other work, requirements. 
team leader few lower 
a5 or supervise a programmers 


to 3 workers) is level [V 


. coordinates, and reviews the work of a small staff 
normally not more than 15 programmers technicians; 
estimates personnel needs and schedules, assigns and reviews 


positions which require a bachelor's degree 


however 


na pci 


scientific field (other than computer science), 


physics, or chemistry 
, are tial matches where the 
degree may be from any of several possible scientific Biide: 


tions, 


degree 


Carries out fact and analysis as usually of a 


to insure proper alignment 


2913 


/ pplies systems analysis 
vidio tn @ hened anen oni ap see tenes comptes 


t: 
ery ineering, vet Us or statistics; Planning: material 
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data elements and sources. Produces innovative solutions for a variety 
of complex problems. 


several programs. 
Supervision and nature of review are similar to level II; existing 

eyateilin quevte quecediente tor the epesation of uaw cubayeteme. 

Computer Systems Analyst IV 2914 


Applies expert systems analysis and design techniques to complex 


or unyielding problems in existing complex systcmo by abphang Dey 
technology. ork requires a broad knowledge of data sources ° 


interactions of and the 
equipment. | and overall requirements are defined in the 


also perform work level IV staff specialist or consultan 
may asa or t 
as described below. 


2. As staff consultant, with in 
= weg ty ——— a specialty area 
Sioa aakaieaataneing and conducts 
analyses of un or unyielding problems in a broad system. 
Identifies problems and specific issues in area and 
prepares overall project recommendations from an EDP standpoint 


organization 
useful precedents do not exist and 
develops ling a comprehensive te" 
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responsibility for the 
management or of functional areas (e.g., system 


supervision 
been nme 7 


The base level of work is the 
under the director indirect supervision 
(when added to the levels 


of the total nonsupervisory, nonclerical staff and at least 


and managers should be matched at one of the three LS 
levels which best describes their supervisory responsibility. 


- normally not ten 18 = = analysts, and 
more , 

and reviews work to meet date; interviews tes 

for own unit and recommends , promotions, or 
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reassignments; resolves and refers grievances 


Directs a sizable staff (normally 15-30 employees), typically divided 


- decides what and should be initiated, 
cpnea wp lait em cntkek 
determines long range plans in response 


determines to be made in organizational structure, 
a Sa. 


, coordination of units, etc.; 
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and ection received: Works under close supervision. Receives 
~~ wpa thy 4d foe 
checked during progress, is reviewe? for accuracy upon 
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- inowledge of problems and methods and 
Sete ad Tay pps 


Bd sb emepen pene mov smny class of products), 
recouumend Ad ric Development of the 
or ; 
and for level of work reflects 
expertise required L usually 
Supervision and guidance relates to overall 


Typical duties and responsibilities include one or both of the 
following: 


1. In a supervisory capacity, plans, organizes, and directs 
assigned laboratory programs. Independently defines scope 


and outside the with for 
seis aie ortnang ae ha Wee at ato eo” 
paeees Cenenaive pecgpeasive Capertence including work comparaiis to 


received is 
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supervises tf ’ ‘ a staff o “METIS 

progress of the staff and results obtained, and recommends major 
changes to achieve overall objectives. Or, as individual worker or 
researcher, may be assisted on individual projects by other chemists or 


to interpret results. As a leader and 
in a broad area of specialization, or in a narrow 


one, advises the head of a large 


laboratory, or officials of the organization on complex aspects 
of extremely broad and important programs Has 
SEeaae Gail cused poaiacns el edeath furnishing 


in 
to VE. or, 20 indivtdeal eeoscher ond coleuiont aay be 
assisted on individual projects by other chemists and technicians. 


our CnpnnenSane- eae fr tare ieee ave Gaessuesnans & Sige 
organising. and guiding extensive chemical programs and acts of 


Direction received. Receives general administrative direction. 


ne Se EEE Se ae & ED Se 


1. 


, is responsible for a) the entire 
company or government agency which 
important segment of a 


scientific requirements, 


chemical ofa 
extensive and highly 
where are of such 


Work is checked during progress and is reviewed for accuracy upon 
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Engineer iJ i7i2 


Performs routine engineering work requiring 

application of standard techniques, procedures, and criteria in carrying 
a sequence of related tasks. Limited exercise of judgment 

is on details of and in making preliminary selections and 


of Requires work experience 
oes = 6 level position, or appropriate graduate level study. 
cumas wart teat to topbenl of a keent level —_ 


pw Supervisor screens assignments for unusual or 
and selects and be 
au Se se eS ~) 


-rforms specific and lim bd portions of a broader assignment of an 
in results, and follows operations through a series Sed dea 


steps or processes. 


aids or 


re ee coe nee pee 


of limited scope requiring 
and techniques commonly employed in the specific narrow area 
assignments. 


problems represents organization in conferences to 
resolve res Sees eS Fae ne Seeeaee were. Saaives 
the use techniques the modification and extension of 
theories, precepts, and of the field and related sciences and 
Ths Teens Ged comsitas Piacoa fer tie teeel of ats 


result from progressive experience, including work comparable to 
engineer IV. 


eg 


pervisor concerning unusual problems Gevelpments. 
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assigns work to meet 
completion date. Or, as individual researcher or staff specialist, may be 


in 

— which t effect programs. This 
problems importan on ’ 
Ewolves exploration of subject area, definition An phd apne pa of 


tside the with for 
Sctnical mates pertaining to he fe, Wonk ais evel oul” 
engineer V f 


Direction received. Supervision received is essen administrative, 
ced eT Tn ca tema of teend quae chguativen ond bata. 


Typical duties and responsibilities include one or more of the 
following: 


1. I pervisory capacity, a) plans, develops, coordinates, 
thennyy kh - LT LH. $9 


and 
project of major scope and importance, or b) is responsible 
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a few (3 to 5) subordinate supervisors or team 
leaders with at least one in a position comparable to level V. 
and 


, require 
approaches, and research techniques. 
aeEnas Se Se DUR, a mney Se Sey 
ose Se Se save aati os tee puapeet. At 
level, individual researcher generally have 
contributed inventions, new designs, or techniques which 
are of material significance in the solution of important 
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taped in areas critical to 
associates end others, with a bi Eevee ef alias chisel 
on incumbent's scientific 4. . and advice. 


, will have contributed inventions, new designs or 
which are regarded as major advances in the 


field. 
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for the (included, however, pervisors 
deciding the "kind and extent of engineering and related 


as national and/or international authorities and 
scientific leaders in very broad areas of scientific interest and 


investigation. 
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, tax 
: market value of 


Receives formal training in: internal revenue laws, regulations, and 
procedures; collection enforcement and laws of evidence 
procedures; and business fundamentals. -the-job training is provided 
and progressively broader assignments are given for development 


education in 


Tax collector I] 2042 
cure delinquent returns. Receives specific abeigaments from 


and secure delinquent returns. 
sanctions which may be used in the event of 
tax bills or assessments. 


cena ae een aes, yen ee or 


tax violations according te established rules lex investigations to detect or 


REGISTERED NURSE (RN) 


Oa oe a 
Pogrises povcpantone: mupsing ease te patents i Neaptiets, aunt nursing 


laws. also review, and 
May assign, 
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Registered Nurse | 2051 


Provides comprehensive general nursing to patients whose 
conditions and treatment are normally ical Follows 


instruments and other 


feedings. 


instruments; 
and assists in operating room, recovery room, and intensive care 


ward. 
. Provides routine nursing to psychiatric patients. 


treatments, and medications in a clinic or employer health 
unit; performs first aid for minor burns, cuts, bruises, and 
sprains; obtains patient histories; and keeps records, writes 
reports, and maintains supplies and equipment. 


addition to the duties described at level I, usually 


. Provides n service for s tions, 
including those involving Complex and extensive surgical 
procedures. Confers concerning instruments, 
Sutures, prosthesis and special equipment: cares for and 
psycho’ gical needs of patients; assists in the care and of 
SuPESOS CHS CRPERONES: GONNNND SenurErs cane ane Kenseng 
specimens; assumes responsibili aseptic technique 
maintenance and adequacy of a during surgery. 
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problems; advises 
should return to work, or be referred 


training, experience, and ~ Ady 4 urses in 
developing, evaluating, and revising plans. provide advice 
to lower level nursing staff in area of « 


Registered Nurse Ill .2053 

Plans and specialized and advanced nursing te 
of considerable " Uses expertios tn assessing | + conttitions 
and develops nursing which serve as a role for others. 


Typical assignments include 
. Provides nursing care to patients 
and injuries that auaptation of established 
n procedures. in caring tients who 
np ba fle. to normal treatment; have 


used medication. Duties require knowledge of special drugs 
or the ability to provide pulmonary ventilation. 


Provides 
Berges Soest ea Sess pss and 
develops care programs for psychiatric patients. 


sueteeiones, Svovides primary Seest care and mas services in 
, , employer th units, or community th 
organizations. Assesses, diagnoses, and treats minor illnesses and 
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prolonged the need for and administers 
Parenteral fulds, including plasma and blood: administers stimulants as 
May also administer local anesthetics, as needed. 


pocgeesnies Mage. yop wpe pad etme ic Rameting 
uPang GRe Regen Hive CANTEENS SAG pense, Ices 
teaching techniques 
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Excluded are: 
a. pharmacist interns; 


b. pharmacists below level | who perform routine work under 
close supervision; 


c. pegpmaciots in retail trade establishments (S.1.C.'s 52-59): 


d. chief pharmacists who direct or administer an entire 
pharmacy program. 


NOTE: Establishments may have two separate job levels which 
match Pharmacist I. In these instances, due to market conditions, the 
higher position is typically used for employee growth. 


Pharmacist I] (Senior Pharmacist. Pharmacy Supervisor} 7412 


rae 2 era « srletis prinsigise, conssate ond 
practices of obtained from the completion of 
a four year | therapy curriculum and affiliated clinical 


requirements, or equivalent training and experience. 
Excluded are: 


b. basic 
Sree peatane Compas te poetts ; experience in 


c. professional positions in other therapy fields, such as 
ee cay aw Cana 


631) 


plans and carries out a full range of treatments 
and established 


: and evaluating tient 
responses to treatments. Usually treats patients with a single disability 
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technicians who perform routine medical 


tests not of 
laboratory | Saray © Say Sege 


b. who study the results of medical laboratory 
to diagnose patient illnesses: 


d. positions above level II; workers in these excluded positions 
use advanced knowledge and skill to resolve diverse, 


complex problems in unusually difficult or uncommon tests. 
e. supervisors of medical technologists. 


Plans and carries out in 
- instruments; and 
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hi 
IDE 


| 


and 


procedures. ety bebe pe 


on patient's condition ard previous 
for requested deviations is given 
for unusual occurrences. 
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: maintaining records of pational illnesses 
and injuries as required by Federal and State regulations. 


LPN Ill 2063 


LPN’ ~ “foe ~ various ‘ of ~ ok 
s care in ; 
saps ed che rps Sa ae cae ce 
care as the su In situation 2), s 


prior to notifying an RN. However, their overall independence and 
authority ie more limited than that described in sttuntion | and 
supervisory approval is required for proposed deviations froin established 
guidelines. 
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Under direct supervision of an RN, provides nursing 
care to critically ill patients in such areas as intensive care or 


Duties 
and supporting doctors and nurses in diagnostic procedures, 
are 


Nursing Assistant I 2071 
Performs simple care and tasks requiring 

: tasks include: 
fing, escorting, and A.  collectin - —-» ¥ 


receiving 
above duties and responsibilities in of 
mental health institutions should be ma at level 
Ill. Workers in such positions must regularly use skill 
in infl and communicating with patients who 
display or resistant behavior. 
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additional pay for level IV duties and | 
forensic units of mental institutions. {See 
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(e.g., respiratory therapy technicians and aides) 
ws Eoiow bevel level I; workers in these excluded positions administer 


Prag pa lg tp 


td og fe. cheat auscultation. percusst 


In addition to performing duties described for level I, independen 
ee ee aes complex respiratory erat, ad 


questions. 
2 yy 


airways into patien yo hea ‘initiate artificial ven tion, Lop 


cardiopulmonary resusci i. Supervisor typically provides few 
preliminary instructions, .» 4 work is spot checked. 


5S PHARMACY TECHNICIAN 


Under the supervision of phesmaciet, peavites pasaguetsastonsy 
support in a pharmacy. Assists th the technical and aspects of 
preparing, dispensing and delivering medications and pharmaceutical 


: 
a 


also deliver medications to other opera units in the 
cstablihtoont May provide clerical support. ecetibe divect 


Pharmacy Technician II 7512 


Provides advanced “sional support in a . In 
addition to performing duties ed for level I, uses some 


in carrying out assigned tasks. u duties include: 
tnd packaging & varity of extemal an ternal products for review 
pha © CROCE SEINE COED MEGA Etone ty DO Neen & Sy TeveneNe 

tions; poareEns Sataing reviewing work of lower level 
technicians clerks. 


Work is reviewed for conformance with established procedures. 


Processes (X-rays) of various portions of the body to 
detect foreign bodies /or to assist in the diagnosis of disease and 
trauma. Prepares patients for examinations, positions patients for 
optimum results, sets technical exposure factors, and practices radiation 
protection measures. 
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Excluded are: 


a. , X-ray technicians, X-ray assistants, radi, 
ree Te = ray AORY 
perform routine X-ray examinations under close supervision; 


positions above level II; workers in these excluded positions 
either 1) coordinate the operation of auxiliary equipment 
and cinecameras) to 


(X-Ray Technician, Certified Radiography 4911 
ee Reed 


Performs radiography work as described in one of the two 
situations below: 


1. 


SORSTESE HROESD Wneer Cho aeee Gores & 0 Receives 
instructions on new procedures techniques; advice on 
technical problems. 


(a) medical machine aides or trainees (below level I) performing 
tasks that are preparatory or auxiliary to the complete 


or treatments or for testing new types of equipment; 
=  {(d) technicians operating heart-lung apparatus during 


= (e) respira therapists: 


laboratory technicians. 
‘ Medical Machine Operating Technician | 2091 
Purine stanton’ examinations or toatments ns ee 
deviation instructions or procedures. Assignmen 
permrening ener 1) delicate measurements or machine adjustments, or 
) repetitive observations requiring subtle 
Medical Machine Operating Technician II 2092 


Performs examinations or treatments that and 
adapting techniques Te ee ee ae eee 
on experience: 
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varies test or treatment procedures acco to patient's 
condition and assesses adequacy of results under 
difficult circumstances (e.g., patient is too sick to cooperate); 


- recognizes when common test results or patient reactions 
indicate the need for either additional tests to pinpoint 
abnormalities or for consultation with a physician regarding 


changes to prescribed treatments; or 


pevtorms procedienss covered by detailed instructions 
ee en Oe ee ee ees 


Frequently works with who are critically ill and require 
and adverse and 


general instructions. 


Medica} Machine Operating Technician III 2093 

Performs complex examinations or treatments a variety of 

established techniques and procedures that require a degree of 
judgment and skill to perform: 

- many delicate and exacting and subtle discriminations 
and to evaluate test results patient to either 
determine or select the 
methods that will produce the most effective 
results; and/or 

- as a team member in extensive, complex procedures 
that alertness precision to coordinate 
with , and to make rapid and accurate observations or 
GapuiEnenis  Gqsepennes Sirs pooassene, t: seapense te 

physician demands or changes in patient's condition. 

Supervisor few instructions; work is spot 


make decisions, in the absence of definitive instructions or 
directly related precedents, to remedy difficulties or to 


$2 


improve the accuracy of techniques in order to obtain 
unusually precise measurements or adjustments; and 


= 
Ji 


IV! 


SURVEY TECHNICIAN | 


- measuring the physical characteristics of soil, rock, 
EE; regring So ehzsten) chavactertatics of ont, sack 


See GRRE ENES FOYREES OF So COMIGLY WER GaENy ane qually 


Surveying - measuring or determining distances, elevations, 
areas, angles, land boundaries or other features of the earth's 


surface; or 
- on-site of 
Saneiuuctien inepestion pomeming mapasen 6 
specifications and building codes. 
excluded are b ir and construction, maint »nance 
and craft workers; or other science techniciaiis 
engineers required to P’ rather than technical knowledge 


below level I whose work is limited to very simple and routine 
tasks, such as identifying, weighing and marking easy-to- 


SS ES Se ane ee 
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ateriliy anes or pecending staple tnctrument renting» at 
- above level V who perform work of broad and 


project or by Ay be fy — Uy, 
ved vay endon Ly" oh 


Positions are classified into levels on the basis of the following 
definitions. 


2081 
Performs simpie, routine tasks under close supervision or from 


detailed procedures. Work is checked in progress and on completion. 
Performs a variety of such typical duties as: 


- compiles data from tests, 
drawings, apecticatons or fe values in epectiied formulas; plote 
data and dre»s simple curves and graphs. 


and examines a 


Data compilation compiles 
ta for H £-. 
Ce a ete ies panne 
applying simple algebraic or geometric formulas. 
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Sains - consucte 8 vartely of ctendend atts om satis, coneeste 
by bhp Ah tg 4 
Caste oF qonenete. Examines test results and explains 


a pee b pele 


skills or judgment to 


estimate volume to be excavat« 4; or records data requiring 


Fe Pee, Sees Gaemans Gas Coulnag? estes Sir 0 eel , 


Testing - conducts tests for which established procedures and 
require either adaptittion or the construction of 
devices. Uses judgment to interpret precise test 


- uses a variety of complex instruments to measure 


and elevations, applying judgment and skill in selecting 
and describing field information. include: 
recording and detailed data and providing 
sketches cf x and culture; or running short 


1 Inspector I 
and nonroutine of substantial 
Sees apreopate pclines to esol robes wh 
covered by wig Lol 
technical advice as needed. a variety 


f) - and tions fc 
rap projec sa stato nd apr ura recat 
tion 


selects and adapts precedents to meet specifi requireanentz. 
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sperihtanons, drawings another data to determune the test 


recommendations. 
So a ef. ree ml Sale or laherahesiea’ 
eg. multi my hospitals or laboratories 


pe a ened runways for jet aircraft with 
interprets plans ana 
to resolve complex construction problems. 
ENGINEERING TECHNICIAN 
To be covered by these definitions, employees must meet al] of the 
criteria: 


. Provides semiprofessional technical for 
, sueiiad 0 celle anne ab rahaae. Godin, Gooukatinend. 


testing or manufacturing process improvement. 


2. Work pertains to electrical, electronic, or mechanical 
components or equipment. 


of science or 


b. Se ok i aed ak cee 
project or BK poy he pppoe nope Edy 
articular of engineering. (Sec level VI.) 


Enginecrim Technician | 180) 


97 


Performs simple routine tasks under close supervision or from 
detailed procedures. Work is checked in pragnes or on completion. 
Performs at this level one or a combination of such typical duties as: 


Assembles or instalis equipment or parts requiring simple wiring, 
soldering, or connecting. 


Performs simple or routine tasks or tests such as tensile or 
hardness tests; operates and adjusts simple test equipment: 
records test data. 


Gathers and maintains specified records of engineering data such 
as tests, drawings, etc.; performs computations by substituting 
pe - specified formulas; plots data and draws simple curves 
and graphs. 


Performs standardized or prescribed assignments involving a 
sequence of related operations. Follows standard work methods on 
recurring assignments but receives explicit instructions on unfamiliar 

ts; technical ad of routine work is reviewed on 
completion; nonroutine work may also be reviewed in progress. Performs 
at this level one or a combination of such typical duties as: 


Assembles or constructs simple or standard equipment or parts; 
may service or repair simple instruments or equipment. 


Conducts a variety of standardized tests; may prepare test 
specimens; sets up and operates standard test equipment; records 
test data, pointing out deviations resulting from equip™ient 
malfunction or observational errors. 


Extracts  smaenoning data from various prescribed but 

nonstan sources; processes the data following well-defined 
methods inclu elementary algebra and geometry; presents the 
data in prescribed frm. 


Engineering Technician III 1803 


Performs assignments that are not completely standardized or 
rescribed. Selects or adapts standard proced ires or equipment, using 
Fully applicable precedents. Receives initial instructions, equipment 
requirements, and advice from supervisor or engineer as needed; 
performs recurring work independently; work is reviewed for technical 
oe or conformity with instructions. Performs at this level one or a 
combination of such typical duties as: 


Constructs components, subunits, or simple models or adapts 
standard equipment. May troubleshsot and correct malfunctions. 


Conducts various tests or experiments which may require minor 
modifications in test setups or procedures as well as subjective 
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judgments in measurement; selects, sets up, and operates 
standard test equipment and records test data. 


Eutvacts and conaptes 0 vastely of enginassing date Sem Set 
notes, manuals, lab reports, etc.; processes data, identifying errors 


or inconsistencies; selects me of data presentation. 


Engineering Technician IV 1804 


Performs nonroutine assignments of substantial and 
complexity, using precedents which are mas Fale Speen . May also 
plan such assignments. Receives technical advice supervisor or 

; work is reviewed for technical (or conformity with 
instructions). May be assisted by lower and have 
ent contact with professionals and others within the establishment. 
rms at this level one or a combination of such typical duties as: 


Works on limited segment of development project; constructs 
experimental or pepe models to meet — 

requirements; conducts tests or experiments as 
necessary; and records and evaluates ments and redeoigne as 
Conducts tests or experiments selection and adaptation 
or modification of a wide variety of critical test equi t and test 
procedures; sets up and o tes equipment; records data, 


measures and records problems of t com ty that 
sometimes require resolution at a er level; analyzes data 


and prepares test reports. 


Extracts and analyzes a variety of engineering data; applies 
conventional engineering practices to develop or prepare 
schematics. designs, specifications, parts lists, or makes 
recommenda.ions regarding these items. May review designs or 


specifications for adequacy. 


Engineering Technician V_ 1805 


Performs nonroutine and complex assignments involving 
responsibility for planning and conducting a complete project of relatively 
and adapts plana, techniques, designe, or byouts. Comsarts personnel 
Pp ’ , , or layouts. ntacts perso 

in related activities to resolve problems and coordinate the work; reviews, 

Giectncal enguter outlines chjectives, requlremente, and design. 
pro mal engineer ou jectives, requirements, 
a ; completed work is reviewed for technical and 
ee eee May train and be assisted by lower level 
} pena rms at this level one or a combination of such typical 

uties as: 


Designs, ps, and constructs major units, devices, or 
equipment; conducts tests or experiments; results and 

or modifies equipment to improve pe: formance; and 
reports results. 
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Plans or assists in planning tests to evaluate equipment 
performance. Determines test requirements, equipment 
modification, and test procedures; conducts tests, analyzes and 
evaluates data; and prepares reports on findings and 
recommendations. 


Reviews and analyzes a variety of engineering data to determine 
requirements to meet enginee wm mgeee pane abn ay Cees age 
data; and prepares layouts, de ns, parts, lists, 
estimates, procedures, etc. May and poet md drawings or 
equipment to determine adequacy of drawings and design. 


Engineering Technician VI - Not for survey - illustrative of higher level 
jobs to be excluded. 


Performs work of broad scope and com ty involving responsibility 
ter iotepenteniie pianahen onl onenmel SS are & 
study, particular 


engineering, e.g., environmental factors affecting yt 


and develops new designs, techniques or methods, io mended. 
Coordinates complex engineering and aiministrative problems needing 
resolution with suppliers, contractors, engineers, etc., after 
with supervisor approach to be taken. Supervisor or professional 
engineer cada Oh eamabadh 4: eainevertied Gackieme ox pulley 
matters; com work is reviewed for compliance with overall project 
objectives. ns. Performs, at this level, one or a combination lower 
, at this level, one or a combination of such 


Plans approach and details and conducts various Se © 

So a 
ts because of conflicting attributes such 

as eveeuiaie ty, size, —_ of operation, or — 


—y- f- > pS possible approaches with 
~- tion of supervisor bn 
got yy thy /- t models and determines 


Sk ensudases Wich Geel ol enna Gat cacieamet 


Designs and coordinates test setups and experiments to prove or 
disprove the feasibility of preliminary design; uses untried and 
untested measurement es; improves the rmance: of 
the equipment to meet desirable features. May equipment 
users on redesign to solve unique operational deficiencies. 


Writes — rts =F jects covering progress, evaluation, 
analysis, and = conclusion of the application Wook or new a Waey @ motited 
devices and makes any necesenty y prepare 
technical papers on new mt work for 
publication in engineering or scientific journals. Contributes to 
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the preparation of formal reports on special technical 
investigations or studies. 


DRAFTER 


s Performs rk, ter, 
te 1 bm ee ae ae requiring 
Prepares drawings of structures, facilities, land profiles, water systems, 


mechanical and electrical equipmen ee Rae systems, and 
a, soa are used to 


erm onpneainy Saas sand information. Uses 
specific meanings in drawings. 
SS Excluded are: 


b. illustrators or graphic artists using artistic ability to prepare 


illustrations; 

c. Office drafters charts, diagrams, and room 
arrangements to statistical and administrative data; 

d. —~ = maps and charts primarily using a 

of cartography; 
e. supervisors. 
Positions are classified into levels based on the following definitions. 
Drafter | 2021 


under close supervision, traces or copies finished drawings, 
clearly indicated revisions in notes and dimensions. Uses 
appropriate templates to draw curved lines. Assignments are designed to 


develap increasing dill in vestous drafting Work is 
poe pe bate pte by - a 


Note: Excludes drafters instruction in the elementary 
methods and of drafting and learning to use and 
teh ~— " — —~ traight 

trace copy simp wings having s 
lines and few details; prepare border lines and title boxes for 
drawing sheets; and prepare basic title headings by tracing 
or using lettering kits. 


Drafter II 2022 


of simple, easily visualized structures, systems, 
me or hare m sketches or marked-up prints. Selects 
appropriate templates or uses a compass and other equipment needed to 
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complete nts. Drawings fit familiar patterns and present few 
technical problems. Supervisor provides detailed instructions on new 
assignments, guidance when questions arise, and reviews 


completed work for accuracy. Typical assignments include: 


From marked-up ts, revises the original drawings of a 
plumbing system by increasing pipe diameters. 


From sketches, draws b floor plans, determining size, 
spacing, and arrangement of lettering according to 


Draws simple oP ate pened predetermined structural 
dimensions and ced survey notes. Traces river basin 
and enters symbols to denote stream sampling locations, 
municipal and industrial waste discharges, and water supplies. 


Drafter Ill 2023 
Prepares various dra of such units as construction pro or 
parts and assemblies, various views, sectional _" 
Ww ah of ‘of the tJ — Sa and 
use of most conven es a 
working of the terms and procedures of the occupation 
Makes arithmetic computations standard formulas. Familiar or 
recurring work is assigned in terms. Unfamiliar ts 
= follow. S ~a 1. +: _ 
ts to revisions to exis may 
assigned with a verbal don of the desired results More complex 


revisic produced from sketches or specifica pas cur 


From a layout and manual references, prepares several views of 
a simple gear system. Obtains dimensions and tolerances from 


manuals and by measuring the layout. 


Draws base and elevation views, sections, and details of new 

bridges or other structures; revises complete sets of roadway 

NS ee eee eee or prepares block 
maps. indicating water and sewage locations. 


Prepares and revises detail and design for such 
projects as the construction and installation of elec*rical or 
electronic equipment, plant wiring, and the manufacture and 
assembly of printed circuit boards. Drawings typically include 
details of mountings, frames, guards, or other accessories; 
conduit layouts; or wiring diagrams indicating transformer 
sizes, conduit locations and mountings. 


Drafter IV_ 2024 


Prepares complete sets of complex drawings which include multiple 
views, detail drawings, and assembly drawings. Drawings include 
complex design features that require considerable drafting skill to 
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visualize and portray. Ass nts regularly require the use of 
mathematical formulas to draw land contours or to compute weights, 
center of gravity, load capacities, dimensions, quantities of material, etc. 
Woske Sein dheetcheen, models, and verbal information supplied by an 

, architect, or designer to determine the ——— =, a Sage 
detail drawings, and supplementary information - [en 

ts. Selects required information from preceden 
manufacturers’ catalogs, and technical guides. ecndentty resolves 
most of the problems encountered. Supervisor or design originator may 

aiindn al amend os audi ities on enabeallt Gilet 


a. Typical assignments include: 
From layouts or sketches, com sets of drawings 


and subassembly drawings are required. From information 
supplied by the design originator and from technical 
handbooks and manuals, describes dimensions, tolerances, 
fits, fabrication techniques, and standard parts to use in 


manufacturing the equipment. 


From electronic schematics, information as to maximum size, 
and manuals giving dimensions of standard parts, determines 


the arrangement and prepares drawings of printed circuit 


boards. 
te) magne wy drafting standards, and established 
—. Se Sa tes, 
, culverts, levees, 


ne — hn dikes, Sa prepares boring profiles, typical 
cross-sections, and land profiles; and delineates related 


topographical details as required. 


Prepares final drawings for street paving and or for 
CUENe Gas Cente uae aNGns Seas Claes See field 


Note: Excludes drafters work of similar > 
that described at level but who provide support 


variety of organizations which have widely diflering functions 


initiative ond diene expertise. Assures that 
anticipated problems in manufacture, assembly, installation, and 
operation are resolved by the drawings af ny oe Exercises a 


b Ay based 
clon tent, Altos phe ee — Agama tk 
antetpwet general designs prepared by others others to complete minor details. 
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May provide advice and guidance to lower level drafters or serve as 
tor r for comp ro . 
~ and fe and lex projects 


COMPUTER OPERATOR 
Monitors an d operates the control console of either a mainframe 


digital computer or a group of minicomputers, in accordance with 
operating instructions, to process data. Work is characterized by the 


- Studies operating instructions to determine equipment setup 


: longs equipment with required items (tapes, cards, paper, 
etc.); 


- Switches necessary auxiliary equipment into system; 
. Starts and operates control console; 
- Diagnoses and corrects equipment malfunctions; 


- Reviews error messages and makes corrections during 
operation or refers problems; 


- Maintains operating record. 


May test run new or modified programs and as ‘st in modifyin 
systems or programs. Included within the sco oi this definition are 


a. workers operating small computer systems where there is 
little or no opportunity for operator intervention ir 


processing and few requirements to correct equipment 
malfunctions; 


b. peripheral equipment operators and remote terminal or 
computer operators who do not run the control console of 
either a mainframe digital computer or a group 
minicomputers; and 


workers — the computer for scientific, technical, or 
mathema work when a knowledge of the subject matter 
is required. 


Computer Operator I 2851 


Receives on-the-job training in operating the control console 
(sometimes augmented 


a classroom a. Works under close 
personal supervision is provided written or oral guidance 
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before and during ts. As instructed, resolves common 


ting problems. serve aS an assistant operator working under 
supervision or a portion of a more senior operator's 
work. 
Computer Operator Ii 2852 


Processes scheduled routines which present few difficult opera 
problems (e.g., infrequent or easily resolved error conditions). In _ 


response to computer t instructions or error conditions, applies 
standard ner ontatien , Rates guebliemes whith do 
not to preplanned . May serve as an assistant 
operator, working under general su 

Computer Operator III 2853 


Processes a range of scheduled routines. In addition to operating the 
system and resolving common error conditions, diagnoses and acts on 
machine stoppage and error conditions not covered by existing 
procedures and guidelines (e.g., resetting and other controls or 
making mechanical adjustments to maintain or restore equipment 
operations). In response to computer outp.it instructions or error 
Se Sy Se ee aes eae Sa 
procedures do not provide a solution. problems which do not 


Computer Operator IV_ 2854 
Adapts to a variety of nonstandard problems which require extensive 

operator intervention (e.g., t introduction of new ; 

applications, or . In response to computer output 


from among several alternatives and alters or deviates from standard 
procedures if standard procedures do not provide a solution (e.g, 


eg hh yh a Rt ge hw hy 
; then refers problems. Typically, completed work is 
submitted to users without supervisory review. 


Computer Operator V_ 2855 
Resolves a variety of difficult opera problems (e.g., 
unusual equipment connections and used : t channel 
tions to direct processing or problems in 
t, circuits, or channels or test run requirements and 


system 
to process without interfering on-going job requirements). In 
response to computer output instructions and error conditions or to 
avoiei loss of information or to conserve computer time, operator deviates 
from standard procedures. Such actions may materially alter the 
computer unit's production plans. May spend considerable time away 
from the — station providing technical assistance an —_ 
operators . Systems ts, subject 
= 1S le 
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or tape, 
workers, or may work described at levels as needed. 


Excluded are: 


a. workers wh» have no training or experience in photography 
techniques, equipment, and processes; 


b. workers who operate reproduction, offset, or copying 
machines, motion picture projectors, or machines to match, 


cut, or splice negatives; 

workers who primarily , process, t, or edit 

‘ photographic or tape; or ri--+yt™ 
photographic equipment; 

d. workers who direct the sequences, actions, 
photography, , and editing of motion pictures for 


television writers and editors; and 


. photographers taking pictures for commercial 
: mengnains publishers, talevisten ctadions, or snovie producers. 


Positions are matched to the appropriate level based on the difficulty 
of, and responsibility for the photography performed, the 
knowledge and artistry to fulfill the assignment. 
the equipment be an indication of the level of difficulty, 
— levels may use standard equipment, as 


Photographer | 187) 


Takes routine in situations where several shots can be taken. 
cameras for pictures lacking tions, such as 


Uses standard still cameras, —-~+>+ =} - ga 


In typical assignments, photographs: drawings, ciiarts, maps, textiles, 
eee eee 
times precise equipment adjustments; tissue specimens in detail 
and exact color when color and condition of the tissue may deteriorate 
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rapadly, medical or surgical procedures or conditions which normally 
cannot be recaptured; machine or motor parts to show wear or corrosion 


Works independently, solves problems through consultations 
utth mare eupestenced phstaguphure. & avaliable. or Gueudh selssense 


ideas in of the and limits of the 
Ss ft 
features (¢.g., scenes, 


are characterized by extremes in light values and 
) Sets up 


new 
physicists to develop modify 
such as excessive heat or cold, radiation, high altitude. underwater, wind 


and tumnels. or - and the overall 
pressure aes — — ey 

in phases of a scientific, industrial. medical. or research project. or (3) 

creates desired illusions or emotional effects by developing trick or 

Se ns ee re nee meting 2 a> Cape 

ingenuity and imaginative camera work to heighten. simulate. or 


i 
fi 


Hilt : 


l 


i 
iH 


i11 


OR 


s* in hospitals or health maintenance organizations, independently 
enters or retrieves medical data or employee records using an established 
computerized filing system. The files are classified following a 
simple serial system similar to that described at 11. 


File Clerk Il 1073 


Classifies and indexes file material such as correspondence, reports, 
technical documents, etc., in an established eens comaining & 
number of varied subject matter files. May also file this material. y 
also keep records of various ee eee Seen Ce SES. May lead 
a small group of lower level 


KEY ENTRY OPERATOR 


rp pee pee data entry device such as keypunch 
uae aie tape or disc encoder to transcribe 


data into a 1~4 ~~ OStabie for Lopeerd ab Work — skill in 
operating an alphanumeric keyboard Fr pampenn Beton baw 
transcribing procedures and relevant data entry oe 


Positions are classified into levels on the basis of the following 
definitions. 


Key Entry Operator I 1121 


Work is routine and repetitive. Under close supervision or following 
Ga pepenes or detailed instructions, works from various 
source documents which have been coded and require little 
or no selecting, coding, 2 See Co SS eee Refers to 


su r problems arising from erroneous items, codes, or missing 
information. 


Key Entry Operator II 1122 


Work requires the application of experience and judgment in selecting 
to be followed and in searching for, for, interpreting ~~ = 
Sean th be cntenall bam 6 eaten 
occasion may also perform routine work as described for level 1. 


NOTE: Excluded are operators above level II using the key entry 
controls to access, read, and evaluate the substance of 
specific records to take substantive actions, or to make 


entries requiring a similar level of knowledge. 
MESSENGER 1130 
Performs various routine duties such as running errands, operating 


minor office machines such as sealers or mailers, opening mail, 
distributing mail on a regularly scheduled route, and other minor clerical 
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work. May deliver mail that requires some special handling, e.g., mail 
that is insured, registered. or marked for special delivery. 


Excluded are positions which include any of the following as 
significant duties: 


operating motor vehicles; 
b. delivering valuables or security-classified mail when the 


work tin f rocedures 
on a special p 


room, 
© Gpulsvachacatputdascumiainaser - 
e. directing other workers. 
SECRETARY 
Provides principal secretarial support in an office, to one 


individual, and, in some cases, also to the subordinate of that 
individual. Maintains a close and highly responsive relationship to the 
to-day activities of the supervisor and staff. Works fairly 
Seiad ceatenen 5 eatin of Gael cammetioien tod 
uidam Performs varied clerical and secretarial duties requiring a 
of office routine and an understanding of the organization, 
programs, and procedures related to the work of the office. 


Exclusions. Not all tions titled "secretary" possess the above 
characteristics. Examples of positions which are excluded from the 
definition are as follows: 


a. clerks or secretaries working under the direction of 
secretaries or administrative assistants as described in e; 


b. stenographers not fully performing secretarial duties; 


c. stenographers or secretaries assigned to two or more 
professional, technical, or managerial persons of equivalent 


d. assistants or secretaries performing any kind of technical 
work, e.g., personnel, accounting, or legal work; 


e. administrative assistants or supervisors duties 
which are more difficult or more —— le than 
secretarial work described in LR-1 ugh LR-4; 
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f. secretaries receiving additional pay primarily for maintaining 
Senay & GagUen Seseees oF Cther censttive 
rmation; 


, secretaries routine receptionist, , and filing 
. NS ee. a 
duties are less responsible than those described in LR-1 


below; and 
h. __ trainees. 
Classification by level 


Secretary jobs which meet the required characteristics are matched at 
one of five levels according to two factors: (a) level of the secretary's 
supervisor within the overall organizational structure, and (b) level of the 
secretary's . The table following the explanations of these 
factors iridicates the level of the secretary for each combination of 
factors. 


LEVEL OF SECRETARY'S SUPERVISOR (LS) 


Secretaries should be matched at one of the three LS levels below best 
describing the organization of the secretary's supervisor. 


LS-1 tional structure is not complex and internal 


pervisor usually 
through intermediate supervisors; and internal procedures and 
administrative controls are formal. An ae organization (e.g., 
division, subsidiary, or parent organization) may contain a variety 
of subordinate groups which meet the LS-2 definition. Therefore, it 
is no. unusual for one LS-2 supervisor to report to another LS-2 


supervisor. 


The presence of subordinate supervisors does not by itself mean 
LS-2 applies, e.g., a clerical processing organization divided into 
soveral units, each performing very eluaflar work is placed in LS-1. 


In smaller organizations or industries such as retail trade, with 
relatively few organizational levels, the supervisor may have an 
impact on the policies and major programs of the entire 
organization, and may deal with important outside contacts, as 
described in LS-3. 


LS-3 Organizational structure is divided into two or more subordinate 
se levels (of which at least one is a managerial level) with 
several su ns at each level. Executive's program(s) are 
usually inter-locked on a direct and continuing basis with other 
major organizational segments, requiring constant attention to 
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extensive formal coordination, clearances, and procedural controls. 
Executive typically has: financial decision making authorit, for 
assigned s); considerable impact on the entire 
organization's financial position or public image; and responsibility 
for, or has staff specialists in, such areas as personnel and 
administration for assigned organization. Executive plays an 
important role in determining the policies and major programs of 
the entire organization, and s considerable time with 


outside parties actively interested in assigned program(s) 
current or controversial issues. 


LEVEL OF SECRETARY'S RESPONSIBILITY (LR) 


This factor evaluates the nature of the work relationship between the 
secretary and the supervisor or staff, and the extent to which the 
secretary is expected to exercise initiative and judgment. Secretaries 
should be matched at the level best describing their level of 
responsibility. When the tion's duties span more than one LR level, 
the introductory paragraph at the beginning of each LR level should be 
used to determine which of the levels best matches the position. 


also perform duties described at St he higher irl of reponstaty 


LR-1 eee independently. Selects the 
ph ——— Feel mag water spree pe 


ae aud instructions on new assignments checks 


completed work for accuracy. Performs varied duties inclu or 

comparable to the following: _ 

a. Responds to routine eee SS See a anes 
answers; refers calls 2 ae C= 
Controls mail and assures timely response; may send 

rm letters 


b. As instructed, maintains supervisor's calendar, makes 
appointments, and arranges for meeting rooms. 


c. Reviews materials prepared for supervisor's approval for 
typographical accuracy and proper format. 


d. Maintains recurring internal reports, such as: time and leave 
records, office equipment listings, correspondence controls, 


training plans, etc. 


e. Te supplies, prin maintenance, or other 
takes and a dew bes dictation, and 
establishes and —+— office files. 


LR-2 Handles differing situations, problems, and deviations in the work 
of the office according to the supervisor's general instructions, 


ae duties, policies, and program goals. Supervisor 
with special assignments. Duties bachade or ae 


ccumpenatite to us tettomne 
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a. Screens telephone calls, visitors, and incoming 
correspondence; perso responds to ests for 
information concerning procedures; which 

should be handled by the supervisor, appropriate 
staff member, or other offices. May prepare and sign 
routine, non-technical correspondence in own or supervisor's 
name. 


b. Schedules tentative a putatnente —~— p prior ——— i 
Makes arrangements for conferences meetings 
assembles established background materials, as directed. 
May attend meetings and record and report on the 
proceedings. 


c. Reviews outgoing materials and correspondence for internal 


consistency and conformance with supervisor's ~~“, 
eS ee ee Ce ane See eee Cee 


d. Collects information from the files or staff for routine 


ES SS Ge ES & pees Byer. Refers 
nonroutine requests to supervisor or staff. 


e. Explains to subordinate staff supervisor's requirements 
concerning office procedures. Coordinates personnel and 
administrative forms for the office and forwards for 
processing. 


Uses greater judgment and initiative to determine the a or 
action to take in nonroutine situations. a neo pts 
guidelines, including unwritten policies, precedents, practices, 
which are not always com ee a ne ee 
Duties include or exe comparable $0 the following: 


a. ES 6 SD SS ITS ee, CES 
on own initiative about administrative 


matters and gimerel office policies for eupervieer’s agprovel. 


b. Anticipates and prepares materials needed by the supervisor 
for conferences, correspondence, appointments, meetings, 
telephone calls, etc., and informs supervisor on matters to 


be considered. 
c. Reads publications, tions, and directives and takes 
+ + |e t are important to the supervisor 
s 


d. te nek ga or one-time reports, summaries, or replies 

to inquires, selecting relevant information from a variety of 

sources such as reports, ye eens other 
offices, etc., under general directio 


e. Advises secretaries in subordinate offices on new 
procedures; requests information needed from the 


116 


subordinate office(s) o or special conferences, 
etc to te 
ge pm my clerical staff to accommoda 


LR-4 Handles a wide variety of situations and conflicts involving the 
clerical or administrative functions of the office which often cannot 
poems t to the attention of the executive. Sean as Se 

fe ae. Seaseiony atay petieipets te 

Sate Duties are comparable 


Composes correspondence requiring some of 
technical matters; may sign for executive when or 


policy content has been authorized. 
b. Notes commitments made by executive during meetings and 


arranges for staff implementation. On own initiative, 
on calen asia — tee 
conferences and meetings, 


pe. < len to pe apne ene al 


S. Reads outgoing correspondence for executive's approval and 
alerts writers to any conflict with the file or departure from 
policies or executive's viewpoints; gives advice to resolve the 


problems. 


d. Summarizes the content of incoming materials, specially 
gathered information, or meetings to assist executive; 
coordinates the new information with background office 
sources; draws attention to important parts or conflicts. 


e. In the executive's absence, ensures that requests for action 
as needed, interprets request and helps implement action: 
as needed, interprets request implement action 
makes sure that information is manner; 
decides whether executive should be notified of important or 


emergency matters. 
Exclude secretaries performing any of the following duties: 
a. Acts as office manager for the executive's o tion, e.g., 
determines when new procedures are for : 


situations and devises and implements alternatives; revises 
or clarifies procedures to eliminate conflict or duplication; 
identifies and resolves various problems that affect the 
orderly flow of work in transactions with parties outside the 


organization. 


b. He a nda for conferences; explains discussion topics 
to participan _— drafts introductions and develo 
background iad tedaounntion and prepares outlines for executive 
or staff member(s) to use in writing speeches. 


the organization; contacts or responds to contacts from high- 


of Congress, presidents of national unions or national 
or international firms, etc.) ee tee oe by 
officials may be relatively inaccessible, and each contact 


typically must be handled differently, using judgment and 


Criteria for matching secretaries by level 


Level of Secretary's Responsibility 
Level of Secretary's 
Supervisor 
LR-1 LR-2 LR-3 LR-4 
LS-1 I*(1141) II(1 142) (1143) I[v(1144) 
LS-2 I*(1141) (1143) I[V(1144) V{1145) 
LS-3 I*(1141) f[v(1144) vV(1145) V(1 145) 


*Regardless of LS Level. 
TYPIST 


Uses a manual, electric, or automatic typewriter to type various 
materials. Included are automatic typewriters that are used only to 


Excluded from this definition is work that involves: 


a. typing directly from spoken material that has been recorded 
on discs, cylinders, belts, tapes, or other similar media; 


b. the use of varitype machines, composing t, or 
automatic equipment in preparing ma for printing; and 


e. with specialized terminology in various keyboard 
to manipulate or edit the recorded text to 
a revisions, or to perform tasks such as 
and listing items from the text, or transmitting text to other 


terminals, or sort commands to have the machine 
reorder material. requires the use of automatic 
equipment which be either ter linked or have a 
programmable so that material can be in 
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then be coded and stored for future use in letters or 
documents. 


aE & aaa + yl 
typically required to use word processing software packages: 


mn he = A gam Sm ny clerks, inventory control clerks, 


automated processing equipment for purposes other than 
typing composition; and 


Positions requiring subject-matter knowledge to prepare and edit 
text using automated word processing equipment. 
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further instructions for assignments requiring deviations from 
established procedures. 


Word Processor II 1232 
Uses a knowledge of varied and advanced functions of software type, 
a ienantiodins of vented Gannon of Giant denen. ee 
knowledge of specialized or technical to perform such typical 


- SS Sa: sepeete, SS cee, Spe geese. 
similar material from voice tapes or handwritten drafts. W: . 
requires knowledge of specialized, technical, or scientific 


Supervises three or more word but not more than a total of 
six workers, other clerical . Staff supervised must 
include at least two level II or two level III word processors. (See the 
supervisory levels below and the te for 
nonsupervisory Word Processors.) also word processing. 
Excluded are: 


a. Second level word processor su ; su of fewer than 
_ eo pervisors 
word processors; supervisors of fewer than two word processors 
oo eT ae 
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at least three word processors and no more than six clerical 
Sh tr ey ee ae Hy at 
level Ill. Duties are the same as those for Word 


PERSONNEL CLERK/ASSISTANT (Employment) 
Personnel clerks/assistants provide clerical and 


! workers whose duties do not of 
c _ eT eee | 
messengers, typists, or stenographers; 


e pe mr for duties outside 
specialty, such as benefits, compensation, 
or relations. 


Positions are classified into levels on the basis of the following 
definitions. The work described is essentially at a responsible clerical 


skill in coding 
may be needed as a minor duty.) May answer 
for simple factual information, such as verification of 


response 
employees. receptionist or other duties be performed. 
May be aastgned work: 0 provide training for a higher level pesttion. 


Detailed rules and procedures are available for all 


Guidance and assistance on unusual are at all times. 
Work is spot checked, often on a daily 
Personne! Clerk/Assistant (Employment) II 1312 


ahernatives "to varied questions & 
. Responds to varied questions from . employees. 
en pe 4 te HH - 
file material or | 1\3; responses require skill to secure cooperation in 


correcting im; : me et yt ll 


regulations information to 
< _ and status of actions; may 
employment uates places supplied on job applications; may 
; and may administer and stenography 


to have a knowledge of internal 
operations. 


and 


not required 


clerical work in addition to the above duties. Supervisor reviews 
completed work against stated objectives. 


' 
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Obtains any missing or corrected information and prepares purchase 
orders for supervisory approval. Contacts are usually within the 
organization to verify or correct factual information. May contact 
vendors for information about purchases already made and may reorder 
nea entor epeline Sent quialing puminess exvunguemants wears Sou, © 
any, questions arise. Receives instructions on new assignments. 
Refers questions to supervisor who may spot check work on a daily 


Clerks or assistants at this level examine documents for orders of 
standard Se = gs equipment or services, and/or for orders of 
items the complexity of the item does not affect the 

assistant's work, i.e., the assistant is not required to use considerable 


SEES wo pee GEMCOeS WHERE Ub CNS Os & GUNES, OS 
ieeeeteed at level ,a. 


ASSISTANr Tt 1323 


Assistants at this level rm assignments described in paragraphs 
a or b, or a combination of the two. 


a. Reviews and prepares purchase documents for specialized 
items, such as items with optional features or technical 


equipment requiring precise specifications. Since the 
iresuanetions tauallly teenies canted qupchnaien conditions, 


b.  Expedites purchases by recommendations for action 
based on simple analyses of the facts at hand, organization 


, and the background of the purchase: contacts 
suppliers to obtain information on deliveries or on contracts; 
ate: aihaeeh ape paged gent Id a 7 wma 
previous rmance of suppliers, of item, or 
impact of delay, recommends extension of d date or 
other similar modifications. May decide to refer problems to 

roduction, , or other organization ane ge 
Ker seosder items under a variety o oye 
“tet ormige agreements where judgment is needed to as 
r questions and to follow-up and coordinate 
transactions. 


Expediters at this level facilitate purchases of standard , 
supplies, equipment, or services, and/or purchases of s items 
when the complexity of the item does not affect the assistant's work, i.e., 
the assistant does not coordinate requests for minor deviations from 
contract specifications, etc., as described at level IV, b. 
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Clerks or assistants at this level coordinate pep apne with buyers 
one Cenenes CegEers ane Eup oleae Satarmnes of Ceo poupase 
transactions. Major changes in regulations and p rocedures 
eins ty as Sepereiner. Stn Denies tee galbeend to the 
who also spot checks completed 


se for adequacy. 


Purchasing Clerk/Assistant IV_ 1324 


Assistants at this level have a good understanding of 
circumstances for specialized items--what to buy, where to buy, and 
under what terms buyers negotiate and make purchases. They perform 
assignments described in paragraphs a, b, or c, or a combination of any 


a. Reviews and prepares purchase documents for 
items where few precedent transactions exist that 
can be used as guidelines and where provisions such as 
fixed- aaa ae 
Sr oe eee a 


ordered it hed or for meeting Noe! nts, or testing and evaluating 


As necessary, drafts a dienes terms, or 

requirements for unusual purchases. Provides authoritative 

rmation to others on purchasing procedures and assures 
that documents and transactions agree with basic 


procurement policies. 


b. Supeaies pepemnens of items when the 
a yt: affect the assistant's work (see 


requests 1 ao tions from the contract 
specifications with specialists, buyers, suppliers, and users. 


c. Furnishes technical su to buyers or contract 
specialists, santas 0 Gotlied bnewiohes of internal 


for contracts to actions and procedi ie we xh rome poe eee 


of »idders for commodities and services; soneien 
contracts and special clauses, terms or ts 
for unprecedented purchases, e.g., for specially 
equipment or for complex one-time transactions; ga and 
summarizes information on the availability of 

equipment and the ability of suppliers to meet 
organization's needs. 
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Assistants at this level seek guidance on highly unusual problems but 
ane enguaies & youpess cutuiiene Ser oupercinty agpeews. Instructions 
are provided on new procurement policies. Supervisory review is similar 
to level Ill; drafts of special clauses, etc., are reviewed in detail. 


NOTE: Positions above level IV are excluded. Workers in such 
positions either (1) negotiate agreements with 


contractors on minor in the terms of 
established contracts; or (2 and make 
a ae _ 
specialized t 
thee fit n nate acted 
processing to fit new 
policies. 
GENERAL CLERK 
Performs a to support office, business or 
administrative operations, such as: main records; receiving, 
or VeRyons Goommnenter stastaeng SS ane 
information and data; respo: to routine with standard 
answers (by , in person, or by co ). The work 
rhe of proper office Workers at levels I, II, 
follow procedures or steps to paperwork; they 
other routine office su Sark. be , or 
opeuting a comteclied dntt onksy dries © Conattes akin tate 


keyboard 
a form suitable for data processing). Workers at level IV are also required 
to make decisions about the adequacy and content of transactions 


handled in addition to following proper procedures. 


Clerical work is controlled (e.g., spot checks, 
review, or t for _— and 
Supervisors (or other emp are available to assist and clerks 
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file, simple | to individual accounts, opening mail, 
mail through me‘ ~talleaiianh and calculating and 


is required, but the clerk needs to choose the proper procedure for 


General Clerk III 1333 


Work requires a familiarity with the termino of the office unit. 
Selects te methods from a wide variety of procedures or makes 
simple os delemenieines ofa eteeh leaeiier of 
substantive guides and manuals. The clerical Se way Ds Ops 
sequence, depending on the task. pecs adios ae to 


ete on departmental services and functions, operating a 


restricted grou of accounts to controlling accounts, and assisting in 
preparation of budgetary requests. May oversee work of lower level 


General Clerk IV_ 1334 


Uses some subject-matter knowledge and judgment to complete 

ts consisting of numerous steps that in nature and 
sequence. Selects from alternative methods and problems not 
ee ae Spay oF Seem CaTeD ems manuals, or 


Typical duties include: assisting in a variety of administrative 
matters; ee ee ore Seen 
verifying statistical reports accuracy completeness handling 
and adjusting complaints. Stay aise dvect lower level clarks. 


Positions above level IV are excluded. Such positions (which may 
include su ility over lower level clerks) require workers 
to use a thorough of an office's work and routine to: 1) choose 
among widely methods and procedures to process complex 
transactions; 2) select or devise steps necessary to complete 
> ge ae fe gene een 

ts, clerical supervisors, and office managers. 
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